State of California DEPARTMENT OF WATER RESOURCES The Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Associate Governmental Program Analyst 1650-5393-002 50001045 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant IRWM/Financial Assistance Branch
COLLECTIVE BARGAINING IDENTIFIER

Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:

RO1

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [] Lead Person Tracie Billington Principal Engineer, Water Resources
APPROVED BY (Personnel Analyst's Name) DATE
Sandy Smith 1/13/2010
P eg_c;j%rg of Activity

POSITION SUMMARY

Under the direction of the Principal Engineer, Water Resources, the Associate Governmental
Program Analyst develops and tracks budget expenditures, tracks and oversees bond
accountability requirements, administers grants and contracts, and performs the more varied and
complex analytical duties.

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with DWR staff and management,
contractors, and grant recipients. Must maintain regular, consistent, and predictable attendance;
exercise good judgment and tact. The specific essential functions are:

40% Work in a matrix-managed team to provide complex technical analytical services related to the
development of a consolidated budget for Division of Integration Regional Water Management's two
headquarters branches: the Financial Assistance Branch and the Regional Planning Branch.
Consults and advises program managers in both branches on preparing and planning full time
equivalent hours, organizational cost center activities, program cost centers, internal orders, and
subsequent support documentation required by the Budget Office. Independently prepares Budget
Change Proposals and related materials, including Spring Financial Letters. Enters budgetary
information into SAP. Monitors expenditures of program funds and develops budget tracking
reports using COGNOS. Tracks funding commitments and monitors funding liquidation dates.
Advise Divisional management on the status of budgets and recommends actions to address
budget-related problems.

20% Develop policies and procedures and make recommendations for process improvements related to
the delivery of grant programs. Administer contracts and agreements. Coordinate and ensure
execution of contracts and grant agreements with DWR technical staff, Contract Services Office,

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Tracie L. Billington >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE’S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Associate Governmental Program Analyst 1650-5393-002 50001045 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant IRWM/Financial Assistance Branch

PerT(;%rg oF Activity

Legal Office, Budget Office, contractors, and grant recipients. Requests requisitions and contract
numbers and collects vendor information. Prepares contract forms, justification memos, and
summaries of bids. Enters contract information into SAP. Processes and tracks invoices and
payments to monitor contract balances. Develops and presents reports to management on the
status of contracts and funding balances. Maintains historical records on contract activities.
Driving a vehicle on public roadways will be required to attend meetings.

15% Assist management in planning and developing detailed bond expenditure plans. Track and
oversee bond accountability efforts for bond funded program expenditures. Develop, plan, and
implement a management system for tracking of bond funded activities including use of the Bond
Management System program. Develop reports that document program and project progress.
Ensure that Bond Accountability tracking and reporting requirements are met.

15% Support grant programs by conducting analytical reviews of funding applications. Evaluate to
ensure funding applications are complete and in compliance with minimum eligibility standards
and consistent with statutory requirements. Track status of grant reviews with technical staff.
Assist management in developing application review materials including compilation of proposal
reviews to support management decisions on grant awards.

10% Support technical staff with database development, maintenance, and monitoring. Prepare project
tracking reports for both the Financial Assistance Branch and the Regional Planning Branch.
SPECIAL REQUIREMENTS

Must possess a valid California Drivers License.

Limited travel and overtime work may be required to meet program deadlines.
Basic database skills and knowledge of the State contracting and budgeting processes.
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	activity: POSITION SUMMARY

Under the direction of the Principal Engineer, Water Resources, the Associate Governmental Program Analyst develops and tracks budget expenditures, tracks and oversees bond accountability requirements, administers grants and contracts, and performs the more varied and complex analytical duties. 


ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with DWR staff and management, contractors, and grant recipients.  Must maintain regular, consistent, and predictable attendance; exercise good judgment and tact.  The specific essential functions are:

Work in a matrix-managed team to provide complex technical analytical services related to the development of a consolidated budget for Division of Integration Regional Water Management's two headquarters branches: the Financial Assistance Branch and the Regional Planning Branch.  Consults and advises program managers in both branches on preparing and planning full time equivalent hours, organizational cost center activities, program cost centers, internal orders, and subsequent support documentation required by the Budget Office.  Independently prepares Budget Change Proposals and related materials, including Spring Financial Letters.  Enters budgetary information into SAP.  Monitors expenditures of program funds and develops budget tracking reports using COGNOS.  Tracks funding commitments and monitors funding liquidation dates. Advise Divisional management on the status of budgets and recommends actions to address budget-related problems.

Develop policies and procedures and make recommendations for process improvements related to the delivery of grant programs.  Administer contracts and agreements. Coordinate and ensure execution of contracts and grant agreements with DWR technical staff, Contract Services Office,
	classification: Associate Governmental Program Analyst
	appointee: Vacant
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	division: IRWM/Financial Assistance Branch
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10%
	activity2: Legal Office, Budget Office, contractors, and grant recipients.  Requests requisitions and contract numbers and collects vendor information.  Prepares contract forms, justification memos, and summaries of bids.  Enters contract information into SAP.  Processes and tracks invoices and payments to monitor contract balances.  Develops and presents reports to management on the status of contracts and funding balances.  Maintains historical records on contract activities.  Driving a vehicle on public roadways will be required to attend meetings. 

Assist management in planning and developing detailed bond expenditure plans.  Track and oversee bond accountability efforts for bond funded program expenditures.  Develop, plan, and implement a management system for tracking of bond funded activities including use of the Bond Management System program.  Develop reports that document program and project progress. Ensure that Bond Accountability tracking and reporting requirements are met. 

Support grant programs by conducting analytical reviews of funding applications.   Evaluate to ensure funding applications are complete and in compliance with minimum eligibility standards and consistent with statutory requirements.  Track status of grant reviews with technical staff.  Assist management in developing application review materials including compilation of proposal reviews to support management decisions on grant awards.

Support technical staff with database development, maintenance, and monitoring.  Prepare project tracking reports for both the Financial Assistance Branch and the Regional Planning Branch.


SPECIAL REQUIREMENTS

Must possess a valid California Drivers License. 
Limited travel and overtime work may be required to meet program deadlines.  
Basic database skills and knowledge of the State contracting and budgeting processes.
	supervisor name: Tracie L. Billington
	employee name: 


